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? What Is In This Guide?

The PostalSaver Guide for Canada provides information about qualifying for
presortation discounts on mailings. PostalSaver is a valuable tool that automates
the process of sorting mailings and filling out reports to save you time and effort
in qualifying mailings for Canada Post discounts. This guide includes the
following information.

» “Install and Update PostalSaver” on page 6

» “Qualify for Presortation Discounts” on page 16

» “Requirements” on page 16

* “Run the Sort Wizard to Set PostalSaver Options” on page 18
» “Load PostalSaver Options from a Parameter File” on page 45

@ How Do | Use These Guides?

The Raiser’s Edge Enterprise user guides contain examples, scenarios,
procedures, graphics, and conceptual information. Side margins contain notes,
tips, warnings, and space for you to write your own notes.

To find help quickly and easily, you can access the Raiser’s Edge documentation
from several places.

User Guides. You can access PDF versions of the guides by selecting Help,
User Guides from the shell menu bar or by clicking Help on the Raiser’s
Edge bar in the program. You can also access the guides on our Web site at
www.blackbaud.com. From the menu bar, select Support, User Guides.

In a PDF, page numbers in the Table of Contents, Index, and all
cross-references are hyperlinks. For example, click the page number by any
heading or procedure on a Table of Contents page to go directly to that page.

Help File. In addition to user guides, you can learn about The Raiser’s Edge by
accessing the help file in the program. Select Help, The Raiser’s Edge Help
Topics from the shell menu bar or press F1 on your keyboard from anywhere
in the program.

Narrow your search in the help file by enclosing your search in quotation
marks on the Search tab. For example, instead of entering Load Defaults,
enter “Load Defaults”. The help file searches for the complete phrase in
quotes instead of individual words.

Ilcons

The following icons are used in the side margins to denote additional information
such as notes, warnings, time-savers, or definitions. You can also use these
margins to write your own notes.
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WELCOME
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The notepad symbol designates a note or tip related to the information in the main text
column.

i

The traffic light indicates a cautionary note. Generally, we use this icon to point out a step
that may have unwanted results.

The clock symbol designates a shortcut or timesaving action.

©

The dictionary symbol designates the definition of a frequently used term.
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Mailings are important to your work as a nonprofit organisation. PostalSaver is a
valuable tool that enhances The Raiser’s Edge and automates the process of
sorting mailings and filling out reports. This saves you time and effort in
qualifying mailings for postal discounts,

When you use the PostalSaver, the PostalSaver tab appears on most Mail tasks.
With your selections on the PostalSaver tab, you create a parameter file that
defines how to sort the mailing according to Canada Post regulations. You can
print required reports complete with information. PostalSaver and the PostalSaver
tab help you qualify for reduced rates offered for barcoded and sorted mailings.

You can use the PostalSaver tab in several Mail tasks.
» Appeal Cards

» Membership Cards

* Phonathon Forms

» Pledge Reminders

» Receipts

» Renewal Notices

» Envelopes

 Labels

» Donor Acknowledgement Letters

» Follow-Up Letters

» Honour/Memorial Acknowledgement Letters
» \olunteer Follow-Up Letters

For more information about Canada Post addressing and mail presortation
requirements, we recommend you see the Canada Postal Guide and the National
Presortation Schematic (NPS). To receive these Canada Post publications, contact
the Canada Post National Philatelic Centre at 1-800-565-4362.

@ Some Mail tasks
require additional
information to activate the
PostalSaver tab.

3@ PostalSaver is updated
every two months. To
make sure you have the most
current version before you
run PostalSaver, visit the
Downloads page of the
Blackbaud Web site at
http://downloads.blackbaud.
com. For information about
downloading and updating
PostalSaver, see “Install and
Update PostalSaver” on
page 6.



4 CHAPTER 1

If you include the Delivery Mode Code field on the Fields to Include tab, you can
use the PostalSaver tab to sort your mailing and qualify for discounts offered by
Canada Post.

@ new Appeal Cards M= E3 I

File Edit Favourites Help

HAS w2 |

1. General | 2 Fields to Include | 2 Filterg | 4 Gift Types | B Abtibutes
B Ind. Address | 7 0rg. Address 2 PoztalSawver | 3 Format
v Run PostalSaver Optionz... |
[ Certify addresses [this will not update addresses in the database)
Categorny I Walue
3 Sort =
- Tupe Addreszed Admail
- Container Lettertainer Bowes
~Mailing Date 03./03/2008
Piece
~feight 1 gram
~Afidth 0 mm
+Thickness 1 mm
Height 100 mm
-~ Mailing Surmnnary Wll prink
~Packing Report WAl prirk
~Statemnent of Accuracy WAl prirk LI
- amtainer | ahele Wil ikt
< Back | MHewt » | Cancel | Frrint | Frewiew | Layout I

Run PostalSaver. To use the PostalSaver tab to sort a mailing according to
Canada Post guidelines, mark Run PostalSaver. All selections on the
PostalSaver tab are enabled.

The Certify addresses Certify addresses (this will not update addresses in the database).
checkbox appears only When you use AddressAccelerator as your data service, you can certify all the
if you use addresses in a specific mailing before you print the mailing. To certify, mark
AddressAccelerator as your Certify addresses. Changes to addresses are not updated on the constituent
data service and, in User record. You must manually update changed addresses on the constituent
Options, enter a valid path to record.
the AddressAccelerator data
files. For more information, Options. To set up how the program uses PostalSaver to sort your mailing, click
see the Data Enrichment Options. You can select to run the Sort Wizard to set up the PostalSaver
Services Guide for Canada. options or load the option settings from an existing parameter file to use as a
template.

Frequently Used Terms

To effectively use Mail tasks for your organization’s fundraising efforts, you
should have a basic understanding of common mail terms. If you find an
unfamiliar term when reading this or any guide in The Raiser’s Edge Enterprise
documentation, search the online glossary in the help file.
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Bundle facing slip. For Distribution Centre Facility (DCF) and Residue
groupings, you must attach a facing slip, or bundle label, to the top of a mixed
bundle mailing to show its destination. For more information, see “Mailing
Reports” on page 36.

CPC. CPC is an abbreviation for Canada Post Corporation.

Delivery Mode Code. The Delivery Mode Code (DMC) is required for
Incentive Lettermail High Density and Low Density Presort, Addressed
Admail, Dimensional Addressed Admail, and Publications Mail. The DMC
printed on a mailing piece directs it to a specific type of delivery route. The
DMC consists of the Delivery Mode Audit Code and the Delivery Mode
Details. To run PostalSaver discount on the PostalSaver tab, you must select
the Delivery Mode Code field on the Fields to Include tab of a mail task in
The Raiser’s Edge.

Distribution Centre Facility. A Distribution Centre Facility (DCF) is a major
postal facility where mail is received, sorted, handled, and sent to or received
from a group of dependent postal facilities. This is the third level of
consolidation as per the NPS.

Keeper tag. A keeper tag, or bag label, is a piece of thin cardboard with a
colour-coded bar and information to be inserted in the label holder on mail
bags to show the destination and contents of the bag. For more information,
see “Mailing Reports” on page 36.

NPS. NPS stands for National Presortation Schematic (formerly known as the
National Distribution Guide, Part B). This Canada Post publication outlines
mail presortation schematics required to do mail presortation to direct
facilities or consolidation points.

Postal Classifications. The following postal classifications determine how to
sort your mailing and the discounts you are eligible for, depending on the type
of mailing:

» Addressed Admail

» Dimensional Addressed Admail

* Incentive Lettermail

* Publications Mail

For more information, see “Postal Classifications” on page 32.

Postal Code. The Postal Code is a coding system that identifies the post office
or metropolitan area associated with an address. The postal code is a vital part
of all addresses in Canada. It is made up of two elements, each comprised of
three characters: the Forward Sortation Area (FSA) and the Local Delivery
Unit (LDU). The FSA, or the first section of the postal code, represents a
geographic area (e.g. K1A). The LDU, or the last three characters (numeric -
alpha - numeric) of the postal code, represents a specific point or set of points
of call located within the area identified by the FSA.

Presortation discounts. For more information about Canada Post addressing
and mail presortation requirements, see the Canada Postal Guide and the
National Presortation Schematic (NPS). To receive these Canada Post
publications, contact the Canada Post National Philatelic Centre at
1-800-565-4362.

5
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If you use

AddressAccelerator as
your data service, update the
AddressAccelerator data
files instead. When you
update AddressAccelerator,
both PostalSaver and
AddressAccelerator files
update. For more
information about
AddressAccelerator, see the
Data Enrichment Services
Guide for Canada.

Residue. A residue grouping is a mixed grouping of mailing pieces. No
minimum number of pieces exists for this category. Residue mail is mail that
you cannot make in accordance with the NPS. It must be labelled and worded
at the office of deposit. This applies to Addressed Admail, Dimensional
Addressed Admail, and Publications mail only.

Tie-on bag tag. Atie-on tag is an eyelet tag which must be affixed to a mail bag
with strong or plastic cable ties. For more information, see “Mailing Reports”
on page 36.

Install and Update PostalSaver

The PostalSaver data files are updated every two months. To access the
information in the PostalSaver data files, you must download and install them
from www.blackbaud.com.

If you work on a network, you can install the data files on the server or in a shared
folder on any computer all users can access. To link the files to The Raiser’s
Edge, you must enter the path to the data files in User Options.

After you install the PostalSaver data files on a workstation or server for the first
time, you must also update Satori MailRoom ToolKit. PostalSaver uses MailRoom
ToolKit to sort your mailing and take advantage of presortation discounts.

Canada Post updates the Presortation data files every month. To access the
information in the Presortation data files, you must also download and install
them from www.blackbaud.com.
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> Download and install the PostalSaver data files

The PostalSaver data files are updated every two months. To access the
information in the PostalSaver data files, such as to update or install on a
workstation for the first time, you must download and install them from

www.blackbaud.com.

1. Access the Downloads page of the Blackbaud Web site at
http://downloads.blackbaud.com.

Al Blackbaud | Support | Downloads - Microsoft Intermet Explorer

[_[5] ]

e Ex Mew Fawmes Took leb I
OE“*'Q'“J‘gi 1| o) Sk 5 ¢ Favoies ) T T @J—lﬁ
A8 [ ) 1 v blschbeud comsopartdonioade doneioads sep? EEREREE

Home | Products | Sendces | Training | Support | Nomprofit Resources | Events | Company Ste search o] =

Suswert{ Downkoads
Support Downloads
Dovmloads
Kl

[ Local intranet

2. Click PostalSaver for Canada. The latest PostalSaver files appear for
download.

3. Download and install any relevant PostalSaver updates.

3@ The Downloads page is
a secured resource on
the Blackbaud Web site. To
access the Downloads page,
you must log in.

Download and

installation instructions
are included on the
Downloads page. Read all
Notes included with the
download instructions.
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4, Access and run the downloaded PostalSaverDatafiles.exe file. The
InstallShield Wizard Preparing to Install screen appears.

Install Shield Wizard

Preparing to Install...

PostalSaver Update Setup iz preparing the InstallShield
Wizard, which will guide you through the pregram setup
process. Pleaze wait.

Estracting: [SScript1150.Msi
|

Cancel

When the wizard is ready, the PostalSaver Datafiles Update screen
appears.

PostalS aver Datalfiles Update

Thiz "Wizard will guide you thraugh the process of updating
your PoztalS aver Datafiles.

Click Mext to Continue.

Postal Saver Update - InstallShield Wizard E

< Hacl | Mest » I Cancel
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5. Click Next. The wizard installs the PostalSaver data files, and the Setup
Status screen tracks the installation progress.

PostalSaver Datafiles Update |
Setup Status

PaoztalSaver Update iz configuring your new saftware installation.

Publizhing product information

|FretallEhneld

Cancel

When the installation is complete, the InstallShield Wizard Complete
screen appears.

Postal Saver Update - InstallShield Wizard I

Install5Shield Wizard Complete

The InstallShield Wizard has successfully installed PostalS aver
|dpdate. Click Finizh to exit the wizard.

< Hacl | Finizh I [Eatieel

6. Click Finish.
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PostalSaver uses Satori

MailRoom ToolKit to
help sort your mailing and
take advantage of
presortation discounts.

By default, the

PostalSaver data files
are installed at C:\Program
Files\Blackbaud\Postal
Tools.

When you update the

existing PostalSaver
data files on a workstation or
server, the MailRoom
ToolKit update files are
automatically installed.

10.

11.
12.

13.

14.
15.

After you first install the PostalSaver data files on a workstation of server,
install the Satori MailRoom ToolKit update files. If you install the
PostalSaver data files on a server, install the MailRoom ToolKit update
files on each workstation to use PostalSaver. For a procedure on how to
install the MailRoom ToolKit update files, see “Install the MailRoom
ToolKit update files” on page 10.

After you update the PostalSaver data files and install the MailRoom
ToolKit update files (if necessary), update the Presortation data files. For
information about how to update the Presortation data files, see
“Download and install the Presortation data files” on page 13.

Log into The Raiser’s Edge.

On the menu bar, select Tools, User Options. The Options screen
appears.

Select the File Locations tab.

On the AddressAccelerator Data Files row of the grid, click in the
Location column. An ellipsis appears.

Enter the path to the PostalSaver data files.

To map to the location, click the ellipsis. The Browse for Folder screen
appears so you can locate the data files. When you locate the files, select
the folder and click OK. You return to the File Locations tab, and the
selected Location appears in the AddressAccelerator Data Files row.

Click Apply.
Click OK. You return to the shell page of The Raiser’s Edge.

You can now use PostalSaver to sort your mailing and take advantage of
presortation discounts. For information about PostalSaver and
presortation discounts, see “Qualify for Presortation Discounts” on

page 16.

Install the MailRoom ToolKit update files

After you first install the PostalSaver data files on a workstation or server for
the first time, run the installation wizard to install the Satori MailRoom
ToolKit update files. If you install the PostalSaver data files on a server, you
must install the MailRoom ToolKit update files on each workstation to use
PostalSaver. PostalSaver uses MailRoom ToolKit to help sort your mailing
and take advantage of presortation discounts.

1.

2.

Update the PostalSaver data files. For information about how to update
the PostalSaver data files, see “Download and install the PostalSaver data
files” on page 7.

Access the Postal Tools directory where you have the PostalSaver data
files installed on the workstation. By default, the location is C:\Program
Files\Blackbaud\Postal Tools.



3.

4.

5.
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Run the CAUpdate.exe file. The wizard extracts the files needed to install
the MailRoom ToolKit update files. When the wizard finishes extracting
the necessary files, the MailRoom ToolKit CA Update Setup welcome
screen appears.

MailRoem ToolKit CA Update Setup

Welcome to the IngtallShield Wizard for
MailRoom ToolKit CA Update

The InzstallShield® ‘wfizard will install MailRoonm Toalkit Cé
|Jpdate on vour computer. Tao cantinue, click Mext.

Mext > | Cancel

Click Next. The Choose Destination Location screen appears.

MailRoom ToolKit CA Update Setup

Choosze Destination Location

Select folder where Setup will install files.
Setup will install MailR oom ToolkKit Ca Lpdate in the following folder.

To inztall to thiz folder. click Mest. Toinstall ta a different folder. click Browse and select
ahother folder.

[ estination Folder

C:h\Program Filezhmailroom toolkit Browse...
< Back MNest > | Cancel |

In the Destination Folder frame, enter the location where you want the
wizard to install the MailRoom ToolKit update files. By default, the
location is C:\Program Files\mailroom toolkit. To map to a different
location, click Browse.

11
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6. Click Next. The wizard installs the MailRoom ToolKit update files in the
Destination Folder. When the update is complete, the InstallShield
Wizard Complete screen appears.

MailRoom ToolKit CA Update Setup |

InstallShield Wizard Complete

The InztallShield Wizard has succezsfully installzd MailR oom
Toolkit CA Update. Click Finizh to exit the wizard,

EEEk | Finizh I [Eance]

7. Click Finish.

8. Update the Presortation data files. For information about how to update
the Presortation data files, see “Download and install the Presortation data

files” on page 13.
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> Download and install the Presortation data files

To receive specific discount pricing options, Canada Post requires mail
preparation and presortation. Canada Post updates the Presortation data files
every month. To access the information in the Presortation data files, such as
to update or install on a workstation for the first time, you must download and

install them from www.blackbaud.com.

1. Access the Downloads page of the Blackbaud Web site at 3@ The Downloads page is
http://downloads.blackbaud.com. a secured resource on
_ the Blackbaud Web site. To
Aol v Jomdial et e e - access the Downloads page,
@Bk - ) - (%] (2] 0| Jlseeh oo Favones £2) -l - &l 3 you must |Og n.
Acgormes ] Frp - ororn Blnccnnsd e auppan cerianda aourleads asnx 0w 2L mdn s Frescnstion for-Canads =] E) G | Lnks | -
— =
Support
- i L
&i N-J Local rtraret

2. Click Presortation for Canada. The latest Presortation data files appear

for download.

Download and install any relevant Presortation updates. Download and

. installation

4. Access the downloaded Install directory. instructions are included
on the Downloads page.
Read all Notes included
with the download

instructions.
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5. Run the PresortationDatafiles.exe file. The InstallShield Wizard
Preparing to Install screen appears.

Install Shield Wizard |

Preparing to Install...

Prezortation Datafiles Setup iz preparing the InstallShield
Wizard, which will guide veu through the program s&tup
procezs. Pleaze wait.

Canfiquring Windows [nstaller

|

Cancel

When the wizard is ready, the InstallShield Wizard for Presortation
DataFiles screen appears.

Presortation Datafiles - InstallShield Wizard I
InstallShield Wizard for Presortation DataFiles ﬂ

e

a™
Thiz program will install the data files required for The Raizer's Edge 7 Presortation,
Theze filez must reside in the zame location az your Addresséiccelerator/PostalS aver

This inztallation containz data from a compilation in which Canada Post Corparation iz the
copyright owner. The Canada Pozt Corparation file from which thiz data waz copied iz dated
April 2006.

Portiong of thiz program are # Copyright 1387-2006 by Saton Software Inc. All Rights
Reserved.

Fortiong of this program are = Copyright 1993-2002 by Mova Marketing Group Inz. All Rights
Resered.

|FretallEkield

< Baek I Mexst » I Cancel
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6. Click Next. The wizard installs the Presortation data files, and the Setup
Status screen tracks the installation progress.

Presortation Datafiles - InstallShield Wizard

Setup Status ‘

Fresortation Datafiles iz configuring your new software installation.

Remaving applications

|etallEield

Cahcel

When the installation is complete, the InstallShield Wizard Complete
screen appears.

Presortation Datafiles - InstallShicld Wizard |

Install5 hield Wizard Complete

Setup has finizhed nstalling Prezortation Datafiles on your
computer.

< Baeh I Finizh I [Eanze]

7. Click Finish.

You can now use PostalSaver to sort your mailing and take advantage of
presortation discounts. For information about PostalSaver and
presortation discounts, see “Qualify for Presortation Discounts” on

page 16.
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Qualify for Presortation
Discounts

To be eligible for certain discounts, you must sort your mailing according to the
requirements of Canada Post. If you use PostalSaver, the PostalSaver tab appears
on most mail tasks in Mail. To help you take advantage of the reduced rates for
presorted mail, the PostalSaver tab batches and sorts addresses in Postal Code
order.

In conjunction with PostalSaver, you can use the address correction and
certification service AddressAccelerator to take full advantage of discount
mailing rates offered by Canada Post. For more information about
AddressAccelerator, see the Data Enrichment Services Guide for Canada.

For more information about Canada Post addressing and mail PostalSaver
requirements, see the Canada Postal Guide and the National Presortation
Schematic (NPS). To receive these Canada Post publications, contact the Canada
Post National Philatelic Centre at 1-800-565-4362.

Requirements

To qualify for postal discounts, your mailing must meet the minimum
requirements. If you do not have enough records included in your mailing, a
message appears to tell you so.

» Addressed Admail — 1,000 pieces

» Dimensional Addressed Admail — 1,000 pieces

* Incentive Lettermail: Machineable/Low Density — 5,000 pieces
Incentive Lettermail: High Density — 500 pieces

* Publications Mail: Machineable — 1,000 pieces

For more information about acquiring permits, contact your local post office.

To preview or print the mailing, click Yes. However, you cannot run PostalSaver
or print reports that should accompany the mailing for postal discount purposes.

If your mailing includes enough records to meet the Canada Post minimum
requirements and you still receive this message, check the Presort Options you
selected on the Sort Wizard. For more information about Presort Options, see the
procedure, “Run the Sort Wizard to Set PostalSaver Options” on page 18.
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Options

When you mark Run PostalSaver on the PostalSaver tab, the Options button is
enabled. To set up how the program uses PostalSaver to sort and batch your
mailing, click Options. When you click Options, a submenu appears.

I@ New Appeal Cards !lil
File Edit Favourites Help
IR |
1. General | 2 Fields to Include | 3 Filters | 4 Gift Types | B Adtributes
B Ind. Address I T Oig. dddress 2 PostalSawver | 3 Format
[+ Run PostalSaver
[~ Certify addresses [thizwillne 5=t options... ase]
Categomny I Load options from... Yalue
< Back | Hemt » | Cancel Prrint | Frewiew | Layout
|

Set options. To create a new parameter file for the mailing, select Set options.
When you select Set options, the Sort Wizard opens so you can create a new
parameter file for a mailing. For more information about how to create a new
parameter file, see “Run the Sort Wizard to Set PostalSaver Options” on

page 18.

17



18 CHAPTER 1

3% PostalSaver is updated
every two months, and
the Presortation data files
are updated every month. To
make sure you have the most
current version of the data
files before you run
PostalSaver, visit the
Downloads page of the
Blackbaud website at
http://downloads.blackbaud.
com. For information about
how to download and update
PostalSaver and the
Presortation data files, see
“Install and Update
PostalSaver” on page 6.

Load options from. To use an existing parameter file for the mailing, select
Load options from. When you select Load options from, the Load Options
screen appears. From the Load Options screen, you can select an existing
parameter file from which to copy the PostalSaver options. For more
information about copying an existing parameter file, see “Load PostalSaver
Options from a Parameter File” on page 45.

Load Options

Select a mail parameter file from which to copy postal dizcount options:

tailing to Copy From b ail Category Select I

Board Member Enwvelopes Ervelopes

Butterfly Museum Labels Labels Cancel

Test Labels Labels
Fallow-Up Letters June Fallovs-up Letters

Run the Sort Wizard to Set
PostalSaver Options

PostalSaver automates the process to sort mailings and complete reports to
qualify mailings for postal discounts. With your selections on the PostalSaver tab,
you create a parameter file that defines how to sort the mailing according to the
Postal Code and Canada Post guidelines. To create a new parameter file for the
mailing, on the PostalSaver tab, click Options and select Set options. The Sort
Wizard opens so you can create a new parameter file for a mailing.
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> Set the PostalSaver options
1. On the Raiser’s Edge bar, click Mail. The Mail page appears.

EThe Raiser's Edge [_[5]x]

File Edit iew Go Favourtes Tools Help

4 Back & Furwaldl Open in separate window

Created By

Supervisor

j Donor Acknowledgement
] Envelopes
] Follove-up Letters

] Honour/Memarial Acknow
] Label Truncation Repaort
] Labels
] Membership Card Truncati
] Membership Cards
] Mame Tags
) Phanathon Forms
) Plac Cards
] Quick Letters
] Receipt Report
) Receipts
] Reminder Report
] Reminders
] Rienzwal Notices
|2 Volurteer Follow-up Leller;l ™1 Only show my reports

Appeal Cards prints a quick appeal summarizing the constituent's giving history and & suggested gift
amount.

‘welcome to The Raizer's Edge 7 A

From the list of mail tasks on the left, select a task.

In the grid on the right, select a mailing and click Open on the action bar
or, to create a new mailing, click New. For information about how to
create a mailing, see the Mail Guide. The new mail task screen appears.

Select the PostalSaver tab.
Mark Run PostalSaver.

I3 New Appeal Cards !E[
Eile Edit Favourites Help
FIEE =R |
1: General | 2 Fields to Include | 2 Filters | 4: Gift Types | 5 Attibutes
E Ind. Address | £ Org. Address 8 PostalS awver | 9: Format
[ Fun PostalSaver
[~ Cetify addresses [this will no Set options... aze]
Category I Load options from... W alue I

< Back | Mest » | Cancel Frint Preview Layout

@ For this procedure,
Appeal Cards is used

as an example mail task.
Because the steps are
similar, procedures for other
mail tasks with the
PostalSaver tab are not
repeated in this section.
Depending on which options
you choose for other mail
tasks, you may skip some of
these steps and screens.

Make sure to include

an address field on the
Fields to Include tab or the
PostalSaver tab is not
accessible. On the Fields to
Include tab, make sure to
also include Delivery Mode
Code in the Fields to
Export box or a warning
message appears when you
try to print the mailing.
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Marking Certify

addresses certifies the
addresses for this particular
mailing only. Address
information is not corrected
or certified on the
constituent record. You
must manually update
changed addresses on the
constituent record.

6.

If you use AddressAccelerator as your data service and, in User Options,
enter a valid path to the AddressAccelerator data files, the Certify
addresses checkbox appears. To certify addresses for the mailing, mark
this checkbox.

To create a new parameter file for the mailing, click Options and select
Set options. The postal classification screen of the Sort Wizard screen
appears.

otwaad |

—v—v- * Posta Cassfication
I.ﬂ.ddressed Admail j

Diescrption: This service is for pieces
bearing a uniform message that promotes
products or services, reports on financial
performance for promotional purposes, or
solicits donations.

&.‘ — Mailing Date
{ | 03/13/2009 =l
—Office of Deposit
Name: [M4E 1V5
< Back Next > Frish | Canesl Help

On this screen, select the postal service your mailing requires. Also, enter
the date of the mailing and the postal code for the post office where you
deposit the mailing. For information about this screen, see “Sort Wizard
Postal Classification Screen” on page 31.
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8. Click Next. The Sort Wizard container type and piece dimensions screen

appears.
otwaad |

—V—V' —Container Type
| Lzrge Bags (A3 =l

— Piece Dimensions

Length {mm): |1£E
Width {mm): IEE

Thickness {mm): {015

Weight (g): I"E

-
\

< Back et = itz Cancel Help

On this screen, select the type of container used to deposit the mailing at
the post office. Also, enter the dimensions of an individual mail piece
representative of the mailing. For information about this screen, see “Sort
Wizard Container Type and Piece Dimensions Screen” on page 33.

9. Click Next. The Sort Wizard mailing reports screen appears.

owzord &

— Mailing Repaorts

¥ Summary Report
Adobe PDF &

¥ Packing Report
Adobe PDF &

¥ Bundle Facing Slips
Adobe PDF &

M Keeper Tags
Adobe PDF &

¥ Tie-On Tags
Adobe PDF &

¥ Electronic Mailing Plan
C:MFiles

V¥ Statement of Accuracy
Adobe PDF &

<Back | MNet> |  Fsh | Cancel | Hep |
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On this screen, select which mailing reports and labels to print. Also,
configure and designate the printer to print each report. The reports and
labels that appear vary depending on the selected Container Type. For
information about this screen, see “Sort Wizard Mailing Reports Screen”
on page 35.

10. Click Next.

 If you mark Summary Report, Packing Report, or Statement of
Accuracy, the Sort Wizard report information screen appears. Go to
step 11.

« If you mark Bundle Facing Slips but not Summary Report, Packing
Report, or Statement of Accuracy, the Sort Wizard bundle facing
slips information screen appears. Go to step 13.

« If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Large Bags (A-3)” or “Small Bags (A-6)”
and, on the Sort Wizard mailing reports screen, mark Keeper Tags but
not Summary Report, Packing Report, Bundle Facing Slips, or
Statement of Accuracy, the Sort Wizard keeper tags information
screen appears. Go to step 15.

« If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Large Bags (A-3)” or “Small Bags (A-6)”
and, on the Sort Wizard mailing reports screen, mark Tie-On Tags but
not Summary Report, Packing Report, Bundle Facing Slips,
Keeper Tags, or Statement of Accuracy, the Sort Wizard tie-on tags
information screen appears. Go to step 17.

« If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Hard Sided Containers” and, on the Sort
Wizard mailing reports screen, mark Container Labels but not
Summary Report, Packing Report, Bundle Facing Slips, or
Statement of Accuracy, the Sort Wizard container labels information
screen appears. Go to step 19.

« If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Hard Sided Containers” and, on the Sort
Wizard mailing reports screen, mark Separator Card Labels but not
Summary Report, Packing Report, Bundle Facing Slips, Container
Labels, or Statement of Accuracy, the Sort Wizard separator card
labels information screen appears. Go to step 21.

« If you select to not print any reports, labels, tags, or slips or mark only
Electronic Mailing Plan, the Summary Information screen appears.
Go to step 23.
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11. On the Sort Wizard report information screen, enter your organization’s
information to appear on the selected mailing reports. For information
about this screen, see “Sort Wizard Report Information Screen” on
page 37.

12.

otwaara |

The following information is required for the

reports you selected to print:
A — Report Information
Customer 1D: [2100TMTP3834

Customer Mame: IMar{.-' Smith

Customer Company: |Nunpmfit Organisation

Customer Address: |24 Brown Street
Gladstone, MT ROJOTD

Telephone: |2ﬂ4-555-1452
Statement of Mailing
‘ Serial Number- |23345HSG1EH4E

< Back Next > Fish | Cancel | Help

Click Next.

If, on the Sort Wizard mailing reports screen, you mark Bundle Facing
Slips, the Sort Wizard bundle facing slips information screen appears.
Go to step 13.

If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Large Bags (A-3)” or “Small Bags (A-6)”
and, on the Sort Wizard mailing reports screen, mark Keeper Tags but
not Bundle Facing Slips, the Sort Wizard keeper tags information
screen appears. Go to step 15.

If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Large Bags (A-3)” or “Small Bags (A-6)”
and, on the Sort Wizard mailing reports screen, mark Tie-On Tags but
not Bundle Facing Slips or Keeper Tags, the Sort Wizard tie-on tags
information screen appears. Go to step 17.

If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Hard Sided Containers” and, on the Sort
Wizard mailing reports screen, mark Container Labels but not Bundle
Facing Slips, the Sort Wizard container labels information screen
appears. Go to step 19.

If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Hard Sided Containers” and, on the Sort
Wizard mailing reports screen, mark Separator Card Labels but not
Bundle Facing Slips or Container Labels, the Sort Wizard separator
card labels information screen appears. Go to step 21.

23
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You must securely

fasten a bundle facing
slip, or bundle label, to each
bundle that is not a Level 1
Delivery Facility bundle.
The bundle facing slip must
indicate the National
Presortation Schematic
(NPS) routing information
and the Postal
Classification.

If you select to not print any labels, tags, or slips, the Summary
Information screen appears. Go to step 23.

13. On the Sort Wizard bundle facing slips information screen, enter the

14.

nformation required to print the bundle facing slips for your mailing. For
nformation about this screen, see “Sort Wizard Bundle Facing Slips
nformation Screen” on page 39.

e N |

The following information is required to prirt
bundle facing slips:

—Page Type ———— [~ Page Layout

¥ Sheet Calumns: IE

" Continuous Feed T |3
— Facing Slip Margins —— — Page Margins
Baottom {mm}: IC Left {mm}: I'IC
Right {mm): IE Top {mm): I'IC

— Facing Slip Size

Width {mm}: IE'E- Height {mm]: IBE

< Back et = Eimzh | Cancel | Help |

Click Next.

If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Large Bags (A-3)” or “Small Bags (A-6)”
and, on the Sort Wizard mailing reports screen, mark Keeper Tags, the
Sort Wizard keeper tags information screen appears. Go to step 15.

If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Large Bags (A-3)” or “Small Bags (A-6)”
and, on the Sort Wizard mailing reports screen, mark Tie-On Tags but
not Keeper Tags, the Sort Wizard tie-on tags information screen
appears. Go to step 17.

If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Hard Sided Containers” and, on the Sort
Wizard mailing reports screen, mark Container Labels, the Sort
Wizard container labels information screen appears. Go to step 19.

If, on the Sort Wizard container type and piece dimensions screen, you
select a container type of “Hard Sided Containers” and, on the Sort
Wizard mailing reports screen, mark Separator Card Labels but not
Container Labels, the Sort Wizard separator card labels information
screen appears. Go to step 21.

If you select to not print any labels or tags, the Summary Information
screen appears. Go to step 23.
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15. On the Sort Wizard keeper tags information screen, enter information
required to print the keeper tags for your mailing. For information about
completing this screen, see “Sort Wizard Keeper Tags, Separator Card
Labels, or Container Labels Information Screen” on page 41.

e N |

The following information is required to prirt
keepertags:
' —  Page Layout

— Page Type
(¥ Sheet Columns: |2
!i - " Cortinuous Feed Rows: |-|[;.

— Label Margins

Bottom {mm): ID Left (mm}: I‘I 0
Right {mm): ID Top {mm): |1 0

— Page Margins

— Label Size

Width {mm): IEE Height {mm]: |24

£%

[
Back [ Nea> | Frish | Canesl | Hep |

L
=

16. Click Next.

* If, on the Sort Wizard mailing reports screen, you mark Tie-On Tags,
the Sort Wizard tie-on tags information screen appears. Go to step 17.

« If, on the Sort Wizard mailing reports screen, you do not mark Tie-On
Tags, the Sort Wizard summary information screen appears. Go to step
23.

A keeper tag, or bag

label, is a thin
cardboard label that contains
information about your
mailing. You must insert a
keeper tag in the label holder
on each bag in your mailing.
The keeper tag must detail
the contents and destination
of the bag.
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A tie-on bag tag is an 17. On the Sort Wizard tie-on bag tags information screen, enter information

eyelet tag that is required to print the tie-on bag tags for your mailing. For information
affixed to a large or small about completing this screen, see “Sort Wizard Tie-On Bag Tags
nglzvtlitg string or a plastic Information Screen” on page 43.

Sort Wizard

18. Click Next. The Sort Wizard summary information screen appears. Go to
step 23.
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19. On the Sort Wizard container labels screen, enter information required to
print the container labels for your mailing. For information about
completing this screen, see “Sort Wizard Keeper Tags, Separator Card
Labels, or Container Labels Information Screen” on page 41.

e N |

The following information is required to prirt
container labels:

—Page Type ———— [ Page Layout
¥ Shet Calumns: I'l—
!i - " Cortinuous Feed Tiroes I4—
— Label Margins — Page Margins
Bottom (mm): ID_ Left {mm): Im—
Right {mm): |D_ Top (mm): |1D—

— Label Size

Width {mm): |133 Height {mm]: IEIl

£%

[
Back [ Nea> | Frish | Canesl | Hep |

L
=

20. Click Next.

* If, on the Sort Wizard mailing reports screen, you mark Separator
Card Labels, the Sort Wizard separator card labels information screen
appears. Go to step 21.

« If, on the Sort Wizard mailing reports screen, you do not mark Tie-On
Tags, the Sort Wizard summary information screen appears. Go to step
23.

A container label is a

thin cardboard label
that contains information
about your mailing. You
must insert a container label
in the label holder attached
to each hard sided container.
The container label must
detail the contents and
destination of the container.
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A separator card is a 21. On the Sort Wizard separator card labels screen, enter information

thin rigid cardboard required to print the separator card labels for your mailing. For
piece used to indicatea information about completing this screen, see “Sort Wizard Keeper Tags,
break be_tween groupings in Separator Card Labels, or Container Labels Information Screen” on
a hard sided container. You page 41.

must place the separator
card 1n front of the first mall Sotwizad M|
piece in each grouping and za

can use a separator card

label to identify the The following information is required to print
grouping. separator card labels:

' —Page Type ———— [~ Page Layout

% Sheet - |"

- Columns: |£
I:“h " Cortinuous Feed Rows: |-|2
— Label Margins — Page Margins

Bottom {mm): IE Left (mm}: I'IE
Right {mm): IE Top {mm): I'IE

— Label Size

Width {mrm}: IEE Height {mm}: IEE

B

| i

¥

< Back Next > Frish | Camesl | Hep |

22. Click Next. The Sort Wizard summary information screen appears.
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23. On the Sort Wizard summary information screen, a listing of the
selections you made appears. To adjust any selections, click Back to
return to the appropriate screen. For more information about this screen,
see “Sort Wizard Summary Information Screen” on page 44.

ortward |

— Summary Infarmation
y Mailing Type: Addressed Admail

Mailing Date: 08 August 2006

Container Type: Lettertainer Boxes

Fiece Size: T00L 2 700 > 1T {mm)
1 aram

Print: Container Labels
Statement of Accuracy

Summary Report
Packing Report

P Bundle Facing Slips
\ Separstor Card Lzbels

cBack | Hews | Fish |  Cancel Help

24. Click Finish. The reports and tags you selected print to the chosen

printers. You return to the PostalSaver tab in Mail with your selections
defined.

I3 new Appeal Cards !E
Ele Edit Favourites Help

== R =l A |

1. General | 2 Fields to Include | 3 Filters I 4 Gift Types | 5 Aftributes
E: Ind. Address | 7 Org. Address &: PostalSaver | S Format
W PFun PostalSaver Options. .. |
W Certify addresses [this will not update addresses in the database]
Category | Yalue
4 Sont =
- Type Addrezzed Admail
-Container Lettertainer Boxes
M ailing D ate 08/08/2006
Piece
- Wieight 1 gram
- Wdidth 70 mrn
~Thickness 1 mm
-Height 100 rm
- ailing Surmmary “Wwill print
-Packing Report Will print
-Statement of Accuracy will print LI
- Cantainer | ahels Wil mriek
< Back | Mest » | Cancel | Frint Preview | Layout |

25. To preview the mailing, click Preview.
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If you have not selected the Delivery Mode Code field on the Fields to
Include tab of the mail task, a message appears to tell you so. To include
the Delivery Mode Code field in the mail task:

a. Click OK. You return to the Fields to Include tab to make the field
selection necessary to run PostalSaver.

A3 new Appeal Cards N =] I

Eile Edit Favourites Help

HRS W ?-

7 Org. Address I & PostalSaver I 3 Farmat

B Ind. Address
5. Attributes

1: Gereral 2 Fields to Include | 3 Fileers | A Gift Types I
Select optional figlds you wizh to print by moving them to the right-hand bos. ‘

Available Fields: Fieldz to Expart:
Preprinted Fields Preprinted Fields.Addressee M ptions... |

----- Address barcode Preprinted Fields. Position

E Preprnted Fields. Organization Mame
Preprinted Fields. Address Block

B Delivery Mode Code
Gift barcode

1o]

Message

Phane number
Previous gift

e |Z] Suggested gift

[2l~ [¥]v

@ Find...l

< Back I Mest » | Cancel

Print Preview Layout

b. Inthe Available Fields box, select Delivery Point Code and click
the single right arrow to move it to the Fields to Export box.

c. Click Preview again.

26. A message appears to tell you the mailing is being prepared. When the
mailing is prepared, the preview screen appears. To close the preview,
click the red “X” in the top left corner of the preview screen. You return to

the mail task.
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27. Select the PostalSaver tab.

I3 ew Appeal Cards =] I

File Edit Favourites Help

H S W ?- |

1. General | 2: Fields to Include I 3 Filkers I 4: Gift Types | 5: Attributes
E: Ind. Address I T Org. Address 8: PostalS aver I S Format
¥ Bun PostalSaver Optionz... |
[V Cetify addresses [this will not update addresses in the database]
Categary I Value
= Sort -]
T yupe Addreszed Admail
- Container Lettertainer Bores
- ailing D ate 02/08/2008
Piece
- eight 1 gram
-wdidth 70 ram
T hicknesz 1 mm
-Height 100 rm
-~ ailing Surmmary “will prink
--Packing Report “Will prirk
-~Statement of Accuracy “Will prink LI
- mntainer | ahels WAl mrikk
< Back | Mest » | Cancel | Frint Preview | Layout |

28. To save the parameter file:

a. From the menu bar, select File, Save. The Save Mailing As screen

appears.
save Mailing As
M ailing narne: I.ﬂ.ppeal Cards for Board Members | Save I

D ezcriphior:
= . Cancel |

V' Other users may un this Mailing
[ Other users may modify this Mailing

b. Enter a name and description to help identify the parameter file.
c. Select whether other users can run or modify the mailing.

d. Click Save. To reuse the same PostalSaver settings when you run
PostalSaver on another mailing, click Options and select Load
options from to select this parameter file.

29. To close the mail task, from the menu bar, select File, Close. You return to
the Mail page.

Sort Wizard Postal Classification Screen

On the postal classification screen of the Sort Wizard, you select the postal service
your mailing requires. On this screen, you also enter the date of the mailing and
the post office where you will deposit the mailing.

For more information

about sorting mailings
or qualifying for postal
discounts, contact your
nearest post office or visit
the Online Business Centre
at www.canadapost.ca/obc.
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» Complete the Sort Wizard postal classification screen

1. Under Postal Classification, select the postal service your mailing

requires. For information about the Postal Classification options, see
“Postal Classifications” on page 32.

e R~ |

_'—v- — Postal Classification

IMdressed Admail j
Diescrption: This service is for pieces
bearing a uniform message that promotes
products or services, reports on financial

performance for promotional purposes, or
solicits donations.

— Mailing Date
|03/13/2009 =l
\ —Office of Deposit
_ Name: [M4B 1V5
< Back Next > Fish | Cancel Help

. Under Mailing Date, enter the date you send the mailing. To select the

date from a calendar, click the drop-down arrow.

. Under Office of Deposit, enter the postal code for post office where you

deposit the mailing.

. Click Next. The Sort Wizard container type and piece dimensions screen

appears.

Postal Classifications

On the postal classification screen of the Sort Wizard, you select the postal service
your mailing requires.

Addressed Admail. Addressed Admail is a direct marketing medium that
provides the ability to personalize your mailing and target promotional
messages to specific consumers or prospects. Addressed Admail mailing must
be mailed in quantities of at least 1,000 pieces or 5,000 AdCard pieces. For
mail pieces that bear a uniform message to promote products or services,
report on financial performance for promotional purposes, or solicit
donations, select “Addressed Admail”.

Dimensional Addressed Admail. For Letter Carrier Presort (LCP) mail
pieces that are too thick to qualify for the Addressed Admail service, select
“Dimensional Addressed Admail”.
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Incentive Lettermail. The Incentive Lettermail postal service offers discounts
over standard Lettermail service by introducing additional deposit,
presortation, and address accuracy requirements. To qualify for these
discounts, select “Incentive Lettermail”.

Publications Mail. For newspapers, magazines, and periodicals that provide
news and information to the public, contain less than 70% advertising in more
than half the issues mailed with a 12-month period, and are addressed to a
subscriber, nonsubscriber, or newsdealer in Canada, select “Publications
Mail”.

Sort Wizard Container Type and Piece
Dimensions Screen
On the Sort Wizard container type and piece dimensions screen, you select the

type of the container used to deliver the mail to the post office. You also enter the
dimensions of an individual mail piece representative of the mailing.

> Complete the Sort Wizard container type and piece dimensions screen

1. Under Container Type, select the type of container used to deposit the
mailing at the post office. You must use the same type of container for the
entire deposit. The Container Type options vary depends on the selected
postal classification. For more information about the available container
types, see “Container Types” on page 34.

e e~ |

_'_‘_ —Container Type

I Large Bags (A-3)

— Piece Dimensions

Length {mm}: I'IiC
Width {mm): IEE

Thickness {mm): {015

Weight (g): I_E

< Back et = Eirizh Cancel Help

2. Under Piece Dimensions, enter the specifications of an individual mail
piece representative of the mailing.

* In the Length (mm) field, enter the length of the mail piece, to the
nearest whole number, in millimeters (mm). Facing the address side of
a mail piece, the length is its largest dimension.

33



34 CHAPTER 1

* In the Width (mm) field, enter the width of the mail piece, to the
nearest whole number, in millimeters (mm). Facing the address side of
a mail piece, the width is its shortest dimension.

* In the Thickness (mm) field, enter the thickness of the mail piece in
millimeters (mm). The thickness is the dimension perpendicular to the
address side of a mail piece.

 In the Weight (g) field, enter the weight of the mail piece in grams (g).

The Piece Dimensions entered must conform to the Canada Post
regulations for the selected postal classification.

Regulation

Postal Regulation Regulation e — Regulation
Classification Length Range Width Range Range Weight Range
Addressed 100 mm to 70 mm to 0.18 mm to 1gto500q¢
AdMail 380 mm 100 mm 20 mm

Dimensional 140 mm to 90 mm to 20 mm to 1gto500g
Addressed 300 mm 130 mm 35 mm

AdMail

Incentive 140 mm to 90 mm to 0.18 mm to 10gto 500 g
Lettermail 380 mm 107 mm 20 mm

Publications 140 mm to 90 mm to 0.18 mm to 1gto1360¢g
Mail 600 mm 140 mm 90 mm

3. Click Next. The Sort Wizard mailing reports screen appears. For
information about this screen, see “Sort Wizard Mailing Reports Screen”
on page 35.

Container Types

Canada Post accepts mailings in four types of containers, including two types of
hard sided containers and two types of bags. When you deposit a mailing at the
post office, you must use the same type of container for the entire mailing. On the
Sort Wizard container type and piece dimensions screen, in the Container Type
frame, you select the type of container used for the mailing. The Container Type
options vary depends on the selected Postal Classification.

Hard Sided Containers. There are two types of hard sided containers. For
Short and Long (S/L) mailings, use Lettertainers. For Oversize (O/S)
mailings, use Flats tabs. The maximum weight of a hard sided container,
including the container itself, cannot exceed 25 kg. When you use hard sided
containers, you must face all bundles in the same direction. You must also
deposit all containers with lids, unless other local arrangements have been
made with a Canada Post representative.

Large Bags (A-3). For Short and Long (S/L) or Oversize (O/S) mailings, you
can select Large Bags (A-3). Each large bag must contain at least six bundles
or weigh at least 7 kg. You cannot use large bags for Dimensional Addressed
AdMiail or Incentive Lettermail mailings.

Small Bags (A-6). For Short and Long (S/L) or Oversize (O/S) mailings, you
can select Small Bags (A-6). Each small bag must contain at least four
bundles or weigh at least 3.5 kg. You cannot use small bags for Dimensional
Addressed AdMail or Incentive Lettermail mailings.
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Sort Wizard Mailing Reports Screen

On the Sort Wizard mailing reports screen, you select the reports and labels to

print for your mailing. When you select a report on this screen, you can set up the
report to print and designate its destination printer. You can also select to save an

electronic mailing plan to submit to Canada Post.

» Complete the Sort Wizard mailing reports screen

On the Sort Wizard mailing reports screen, the reports and labels that are
available to print appear. The reports and labels that appear vary depending on
the selected container type.

1. Under Mailing Reports, select the reports and labels to generate. To
select a report or label, mark its checkbox. For information about the
reports and labels that appear, see “Mailing Reports” on page 36.

e N |
_'—‘— — Mailing Reports
¥ Summary Report
\ Adobe PDF il
¥ Packing Report
Adobe PDF il
¥ Bundle Facing Slips
Adobe PDF il
¥ Keeper Tags
Adobe PDF il
¥ Tie-On Tags
Adobe PDF il
¥ Blectronic Mailing Flan
C:\Files
¥ Statement of Accuracy
Adobe PDF =
<Back | Nest> Firish Cancel | Hep |

2. When you select a report or label, the Printer button is enabled. To set up
the print job and designate the printer for the report, click this button. The
Print Setup screen appears.

Configure how to print the report or labels and designate a destination
printer. When you finish, click OK. You return to the Sort Wizard mailing
reports screen, and the selected printer name appears below the name of
the selected report or label.

3. Ifyou mark Electronic Mailing Plan, the Open file button is enabled. To
select the location to save the mailing plan as an XML file, click this
button. The Browse for Folder screen is enabled.

Browse to the location to save the file and click OK. You return to the
Sort Wizard mailing reports screen, and the selected path appears under
Electronic Mailing Plan.

35
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4. Click Next.

If you mark Summary Report, Packing Report, or Statement of
Accuracy, the Sort Wizard report information screen appears. For
information about this screen, see “Sort Wizard Report Information
Screen” on page 37.

If you mark Bundle Facing Slips but not Summary Report, Packing
Report, or Statement of Accuracy, the Sort Wizard bundle facing
slips information screen appears. For information about this screen, see
“Sort Wizard Bundle Facing Slips Information Screen” on page 39.

If you select a Container Type of Large Bags (A-3) or Small Bags
(A-6) and mark Keeper Tags but not Summary Report, Packing
Report, Bundle Facing Slips, or Statement of Accuracy, the Sort
Wizard keeper tags information screen appears. For information about
this screen, see “Sort Wizard Keeper Tags, Separator Card Labels, or
Container Labels Information Screen” on page 41.

If you select a Container Type of Large Bags (A-3) or Small Bags
(A-6) and mark Tie-On Tags but not Summary Report, Packing
Report, Bundle Facing Slips, Keeper Tags, or Statement of
Accuracy, the Sort Wizard tie-on tags information screen appears. For
information about this screen, see “Sort Wizard Tie-On Bag Tags
Information Screen” on page 43.

If you select a Container Type of Hard Sided Containers and mark
Container Labels but not Summary Report, Packing Report,
Bundle Facing Slips, or Statement of Accuracy, the Sort Wizard
container labels information screen appears. For information about this
screen, see “Sort Wizard Keeper Tags, Separator Card Labels, or
Container Labels Information Screen” on page 41.

If you select a Container Type of Hard Sided Containers and mark
Separator Card Labels but not Summary Report, Packing Report,
Bundle Facing Slips, Container Labels, or Statement of Accuracy,
the Sort Wizard separator card labels information screen appears. For
information about this screen, see “Sort Wizard Keeper Tags, Separator
Card Labels, or Container Labels Information Screen” on page 41.

If you select to not print any reports or labels or mark only Electronic
Mailing Plan, the Sort Wizard summary information screen appears.

Mailing Reports

On the Sort Wizard mailing reports screen, you select the reports and labels to
print. The reports and labels that appear vary depending on the selected container

type.

Summary Report. The Summary Report provides the presortation details and
parameters associated with the mailing. When you deposit your mailing at the
post office, you must submit a Summary Report.

Packing Report. For multiple shipments, the Packing Report provides a
document for each deposit site with the same mailing date and statement of
mailing serial number. When you deposit multiple mailings at the post office,
we recommend you submit a Packing Report for each individual shipment so
the receiving post office can verify the mailing.
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Bundle Facing Slips. A bundle facing slip, also known as a bundle label, must
be applied to each bundle that is not a Level 1 Delivery Facility bundle. You
must securely fasten a facing slip to each bundle and must indicate the
National Presortation Schematic (NPS) routing information and postal
classification.

Keeper Tags. A keeper tag, also known as a bag label, is a thin cardboard label
that contains information and is inserted in the label holder on large or small
bags. The keeper tag must detail the contents and destination of the bag.

Tie-on Tags. A tie-on tag is an eyelet tag that is affixed to a large or small bag
with string or a plastic cable tie.

Container Labels. A container label is a thin cardboard label that contains
information and is inserted in the label holder attached to a hard sided
container. The container label must detail the contents and destination of the
container.

Separator Card Labels. A separator card is a thin rigid cardboard piece used
to indicate a break between groupings in a hard sided container. You must
place the separator card in front of the first mail piece in each grouping. You
can also use a separator card label to identify the grouping.

Electronic Mailing Plan. An electronic mailing plan generates an *.xml file
that contains information about the mailing, such as volume and mailing date.
To help process the mailing, you can submit the file to Canada Post through
Electronic Shipping Tools (EST). Effective July 20, 2009, you must import a
mailing plan into EST for mailings with a postal classification of Addressed
Admail or Publications Mail.

Statement of Accuracy. The Statement of Accuracy (SOA) reports the
percentage of accurate addresses on a mailing list. If you select a postal
classification of Incentive Lettermail, you must maintain a valid copy of the
SOA on file in the event Canada Post requests a copy.

Sort Wizard Report Information Screen

On the Sort Wizard report information screen, you enter information about the
mailing and the Canada Post customer associated with it. The information you
enter on this screen appears on the Summary Report, Packing Report, and
Statement of Accuracy.
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> Complete the Sort Wizard report information screen

1.

In the Customer ID field, enter your Canada Post customer contract ID
number.

e e~ |

The following information is required for the
reports you selected to print:

— Report Information

Customer 1D: |21<JOTMTP9334

Customer Mame: |Mar§.-' Smith

Customer Company: INunpmfit Organisation

Customer Address: |24 Brown Street
Gladstone, MT ROJOTO

Telephone: |2ﬂ4-555-14'32
Statement of Mailing
\ Serial Number: |23345HSG1EH4E

<Back Nexd > Frish | Caneel | Help

In the Customer Name field, enter the name of the Canada Post customer
associated with the mailing.

In the Customer Company field, enter the name of the company
associated with the mailing.

In the Customer Address field, enter the address of the Canada Post
customer associated with the mailing.

In the Telephone field, enter the telephone number of the Canada Post
customer associated with the mailing.

In the Statement of Mailing Serial Number field, enter the number of
the Order (Statement of Mailing) submitted for the mailing. For each
mailing, you must submit an Order (Statement of Mailing).

Click Next.

* If you select to print bundle facing slips, the Sort Wizard bundle facing
slips information screen appears. For information about this screen, see
“Sort Wizard Bundle Facing Slips Information Screen” on page 39.

« If you select a container type of Large Bags (A-3) or Small Bags (A-6)
and select to print keeper tags but not bundle facing slips, the Sort
Wizard keeper tags information screen appears. For information about
this screen, see “Sort Wizard Keeper Tags, Separator Card Labels, or
Container Labels Information Screen” on page 41.
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« If you select a container type of Large Bags (A-3) or Small Bags (A-6)
and select to print tie-on tags but not bundle facing slips or keeper tags,
the Sort Wizard tie-on tags information screen appears. For information
about this screen, see “Sort Wizard Tie-On Bag Tags Information
Screen” on page 43.

« If you select a container type of Hard Sided Containers and select to
print container labels but not bundle facing slips, the Sort Wizard
container labels information screen appears. For information about this
screen, see “Sort Wizard Keeper Tags, Separator Card Labels, or
Container Labels Information Screen” on page 41.

« If you select a container type of Hard Sided Containers and select to
print separator card labels but not bundle facing slips or container
labels, the Sort Wizard separator card labels information screen
appears. For information about this screen, see “Sort Wizard Keeper
Tags, Separator Card Labels, or Container Labels Information Screen”
on page 41.

« If you select to not print any slips, tags, or labels, the Sort Wizard
summary information screen appears.

Sort Wizard Bundle Facing Slips
Information Screen

For each bundle that is not a Level 1 Delivery Facility bundle, you must securely
fasten a bundle facing slip, also known as a bundle label. The bundle facing slip
must indicate the National Presortation Schematic (NPS) routing information and
the postal classification. On the Sort Wizard bundle facing slip information
screen, you enter information required to print bundle facing slips.
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Per Canada Post

regulations, a bundle
facing slip must be 95 mm
wide by 86 mm high. Under
Facing Slip Size, these
values appear and cannot be
changed.

» Complete the Sort Wizard bundle facing slips information screen

1. Under Page Type, select whether to print the bundle facing slips by sheet

or as a continuous feed.

e e~ |

The following information is required to prirt
bundle facing slips:

—Page Type ———— [~ Page Layout
(¥ Sheet Columns: IE
" Continuous Feed e |3

— Facing Slip Margins —— — Page Marging

Bottom {mm): IC Left {mm): |1:
Right {mm): IC Top (mm): I'IC

— Facing Slip Size

Width {mm): |55 Height {mm]: IEJE

< Back et > Fiish | Cancel | Hep |

2. Under Page Layout, enter the number of Columns on each page.

If you select to print by sheet, the Rows field in enabled. Enter the

number of rows on each sheet.
. Under Facing Slip Margins, enter the distance, in millimeters, to allow

for the margins of each bundle facing slip.

* In the Bottom (mm) field, enter the distance to allow for the bottom
margin of each bundle facing slip.

 Inthe Right (mm) field, enter the distance to allow for the right margin
of each bundle facing slip.

. Under Page Margins, enter the distance, in millimeters, to allow for the

margins of the page.

* Inthe Left (mm) field, enter the distance to allow for the left margin of
each page.

* If you select to print by sheet, the Top (mm) field in enabled. Enter the
distance to allow for the top margin of the page.

. Click Next.

« |If you select a container type of Large Bags (A-3) or Small Bags (A-6)
and select to print keeper tags but not bundle facing slips, the Sort
Wizard keeper tags information screen appears. For information about
this screen, see “Sort Wizard Keeper Tags, Separator Card Labels, or
Container Labels Information Screen” on page 41.
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« If you select a container type of Large Bags (A-3) or Small Bags (A-6)
and select to print tie-on tags but not bundle facing slips or keeper tags,
the Sort Wizard tie-on tags information screen appears. For information
about this screen, see “Sort Wizard Tie-On Bag Tags Information
Screen” on page 43.

« If you select a container type of Hard Sided Containers and select to
print container labels but not bundle facing slips, the Sort Wizard
container labels information screen appears. For information about this
screen, see “Sort Wizard Keeper Tags, Separator Card Labels, or
Container Labels Information Screen” on page 41.

« If you select a container type of Hard Sided Containers and select to
print separator card labels but not bundle facing slips or container
labels, the Sort Wizard separator card labels information screen
appears. For information about this screen, see “Sort Wizard Keeper
Tags, Separator Card Labels, or Container Labels Information Screen”
on page 41.

« If you select to not print any tags or labels, the Sort Wizard summary
information screen appears.

Sort Wizard Keeper Tags, Separator Card
Labels, or Container Labels Information
Screen

A keeper tag, or bag label, is a thin cardboard label that contains information
about your mailing. If you select a container type of Large Bag (A-3) or Small
Bag (A-6), you must insert a keeper tag in the label holder on each bag to identify
its contents and destination.

A separator card is a thin rigid cardboard piece used to indicate a break between
groupings in a hard sided container. If you select a container type of Hard Sided
Container, you must place the separator card in front of the first mail piece in each
grouping and can use a separator card label to identify the grouping.

A container label is a thin cardboard label that contains information about your
mailing. If you select a container type of Hard Sided Container, you must insert a
container label in the label holder attached to each hard sided container. The
container label must detail the contents and destination of the container.

On the Sort Wizard keeper tags information screen, Sort Wizard separator card
labels information screen, or Sort Wizard container labels information screen, you
enter information required to print the applicable label. The information and
options on these screens are identical.
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> Complete the Sort Wizard keeper tags, separator card labels, or
container labels information screen

1. Under Page Type, select whether to print the labels by sheet or as a

continuous feed.

e e~ |

The following information is required to prirt
separator card labels:

—Page Type ———— [~ Page Layout
(¥ Sheet Columns: IE—
" Cortinuous Feed p— |-|g—
— Label Mangins — Page Marging
Bottom {mm): IC— Left {mm): I'IC—
&‘ { Right {mm): IC— Top (mm): I'IC—

— Label Size

Width {mm): IEE Height {mm}: IEC

\

< Back et - Fiish | Cancel | Hep |

2. Under Page Layout, enter the number of columns on each page.

If you select to print by Sheet, the Rows field in enabled. Enter the
number of rows on each sheet.

. Under Label Margins, enter the distance, in millimeters, to allow for the

margins of each label.

* In the Bottom (mm) field, enter the distance to allow for the bottom
margin of each label.

 Inthe Right (mm) field, enter the distance to allow for the right margin
of each label.

. Under Page Margins, enter the distance, in millimeters, to allow for the

margins of the page.

* Inthe Left (mm) field, enter the distance to allow for the left margin of
each page.

« If you select to print by Sheet, the Top (mm) field in enabled. Enter the
distance to allow for the top margin of the page.
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6. On the Sort Wizard separator card labels information screen, the Label
Size frame is enabled. Enter, in millimeters, the Width and Height of
each separator card label.

7. Click Next.

« |If you select a container type of Large Bags (A-3) or Small Bags (A-6)
and select to print tie-on tags, the Sort Wizard tie-on tags information
screen appears. For information about this screen, see “Sort Wizard
Tie-On Bag Tags Information Screen” on page 43.

« If you select a container type of Hard Sided Containers and need to
configure how to print separator card labels or container labels, the Sort
Wizard information screen for the applicable label appears. To
configure the printing of the labels, repeat the procedure.

« |If you select a container type of Large Bags (A-3) or Small Bags (A-6)
and select to not print tie-on tags, or if the printing for all labels is
configured, the Sort Wizard summary information screen appears.

Sort Wizard Tie-On Bag Tags Information
Screen

A tie-on tag is an eyelet tag that is affixed to a large or small bag with string or a
plastic cable tie. On the Sort Wizard tie-on bag tags information screen, you enter
information required to print the tie-on bag tags.

» Complete the Sort Wizard tie-on bag tags information screen

1. Under Page Type, select whether print the tags by sheet or as a
continuous feed.

e N~ |

The following information is required to print tie-on
bag tags:

—Page Type——— [~ Page Layout
(¥ Sheet Columns: I'l—
" Continuous Feed Rows: Ig—
— Tag Margins ———— [~ Page Margins
Bottom {mm): ID— Left {mm): I‘ID—
Right {mm}: |D— Top {mm): |1D—

¢ —Tag Size
v Width {mm): |133 Height {mm}: IE?

< Back Next > Frish | Cancel | Hep |

2. Under Page Layout, enter the number of columns on each page.

Per Canada Post

regulations, a keeper
tag must be 86 mm wide by
24 mm high. A container
label must be 133 mm wide
by 64 mm high. Under
Label Size on each label
type’s respective
information screen, these
values appear and cannot be
changed.
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Per Canada Post

regulations, a tie-on
bag tag must be 133 mm
wide by 67 mm high. Under
Tag Size on the Sort Wizard
tie-on bag tags information
screen, these values appear
and cannot be changed.

3. If you select to print by Sheet, the Rows field in enabled. Enter the
number of rows on each sheet.

4. Under Tag Margins, enter the distance, in millimeters, to allow for the
margins of each tag.

* In the Bottom (mm) field, enter the distance to allow for the bottom
margin of each tag.

* Inthe Right (mm) field, enter the distance to allow for the right margin
of each tag.

5. Under Page Margins, enter the distance, in millimeters, to allow for the
margins of the page.

* In the Left (mm) field, enter the distance to allow for the left margin of
each page.

* If you select to print by Sheet, the Top (mm) field in enabled. Enter the
distance to allow for the top margin of the page.

6. Click Next. The Summary Information screen appears.

Sort Wizard Summary Information Screen

On the Sort Wizard summary information screen, a list of the PostalSaver options
selected for the mail task parameter file appears. This information includes the
selected mailing type, mailing date, container type, and piece size. A list of the
reports and labels selected to print also appears.

ortwed

— Summany Information
y Mailing Type: Addressed Admail

Mailing Date: 08 August 2006

Container Type:  Lettertainer Boxes

Piece Size: 100L 2 70W x 1T (mm)
1 gram

Print: Cortainer Labels
Statement of Accuracy
Summary Report
Packing Report
Bundle Facing Slips
Separator Card Labels

< Back | Hest > Finish Cancdl Help
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If the PostalSaver options are incorrect, click Back and adjust the parameter file
as necessary. After you correctly set the parameter file for the mailing, click
Finish.

Load PostalSaver Options from
a Parameter File

PostalSaver automates the process to sort mailings and complete reports to
qualify mailings for postal discounts. With your selections on the PostalSaver tab,
you create a parameter file that defines how to sort the mailing according to the
Postal Code and Canada Post regulations. After you create a parameter file, you
can use it as a template for future mailings. When you copy an existing parameter
file, you use the existing file as a template for the new one and can easily modify
your PostalSaver options without overwriting the previous settings.

> Copy the PostalSaver options from an existing parameter file
1. On the Raiser’s Edge bar, click Mail. The Mail page appears.
EThe Raiser’s Edge |- [7] %]

File Edit “iew Go Favouites Tools Help

4 Back & Forwa|d| Open in separate window

IMew v Open 3 Delete..

B:
EE
) Donor Acknowledgemnent
) Ervelopes
) Follow-up Letters
] Honour/Memorial Ackno
] Labed Truncation Freport
] Labels
] Membership Card Truncati
] Membership Cards
] Mame Tags
) Phonathon Forms
) Place Cards
] Quick Letters
j Receipt Report
j Receipts
j Reminder Report
] Reminders
] Renewal Motices
2 volurteer Follow-up Leller;l 71 Only show my reports

Appeal Cards prints a quick appeal summarizing the constituent's giving history and a suggested gift
amount.

‘wielcome to The Raiser's Edge 7 A

From the list of Mail tasks on the left, select a task.

In the grid on the right, select a mailing and click Open on the action bar
or, to create a new mailing, click New. For more information about how to
create a mailing, see the Mail Guide. The new mail task screen appears.

For this procedure,

Appeal Cards is used
as an example mail task.
Because the steps are
similar, procedures for other
mail tasks with the
PostalSaver tab are not
repeated in this section.
Depending on which options
you choose for other mail
tasks, you may skip some of
these steps and screens.
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Include an address

field on the Fields to
Include tab or the
PostalSaver tab will not be
accessible. Make sure also
to include the Delivery
Mode Code and Address
barcode fields or a warning
message appears when you
try to print the mailing.

Marking Certify

addresses certifies the
addresses for this particular
mailing only. Address
information is not corrected
or certified on the
constituent record. You
must manually update
changed addresses on the
constituent record.

4. Select the PostalSaver tab.
5. Mark Run PostalSaver.

6.

7.

|2 new Appeal Cards !EIE

File Edit Favourites Help

“HERERENE A |

1. General | 2 Fields to Include | 3 Filters | 4 Gift Types | 5 Attributes
E: Ind. Address | 7 Org. Address 8 PostalS aver I 9: Format
[V FRun PostalSaver
[~ Certify addreszes [this will nc Set options. .. aze]
Cateqony I Load options from... Walue I
< Back | Mext = | Cancel | Print | Preview | Layout |

If you use AddressAccelerator as your data service and, in User Options,
enter a valid path to the AddressAccelerator data files, the Certify
addresses checkbox appears. To certify addresses for the mailing, mark
this checkbox.

To use an existing parameter file for the mailing, click Options and select
Load options from. The Load Options screen appears.

Load Options

Select a mail parameter file from which to copy postal discount options:
Select I

I ail Categomn

tailing to Copy From

Board Member Envelopes Erwelopes - I
Butterfly Museum Labels Labels il
Test Labels Labels

Follow-Up Letters Jurne Follow-up Letters




POSTALSAVER TAB AND PRESORTATION DISCOUNTS

8. Inthe grid, the existing parameter files saved from previous mailings
appear. To use an existing parameter file, select it in the grid and click
Select. You return to the PostalSaver tab. In the Category and Value
columns, a summary of the selected parameter file appears.

A2 new Appeal Cards !E[B
File Edit Favourites Help
HR SR ™2 |
1: General | 2 Fields to Include | 3 Filters | 4 Gift Types | 5 Attributes
E: Ind. Addresz | 7 Org. Address 8 PostalS aver I 39 Format
v Run PostalSaver Options... |
[v Certify addresses [this will nat update addresses in the databaze]
Category I Yalue
=4 Sart -]
- Type Addrezzed Admail
~Container Lettertainer Boxes
M ailing D ate 03/08/2006
= Piece
adeight 1 gram
- didth 0 mam
- Thickness 1 mm
- Height 100 mrn
- ailing Surnmary will print
-Packing Repart Wl print
Statement of Accuracy “Wwill print ;I
- Cantainer | abels wadill mrink
< Back | Mext > | Caticel | FErint | Preview | Layaut |

9. To change the PostalSaver options for your mailing, click Options and

select Change options.

I3 New Appeal Cards
File Edit Favourites Help

H RS & ?-

=

E: Ind. Addresz | ¥ Org. Address

v Certify addresses [this will nc Change options...

v Run PostalSaver

Categony Load options from...

1: General | 2 Fields to Include | 3 Filters | 4 Gift Types | 5 Attributes

2 PostalS awver | 9: Format

aze]

Yalue

=3 Sort

~Container

- ailing D ate
Piece

- adeight

~Adidth

- ailing Summary
-Packing Repart

~Statement of Accuracy
- Cnntainer | ahels

|»

[ |

< Back Mext > Catcel

FErint Preview | Lapout |
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10.

The Sort Wizard appears and displays the settings of the existing
parameter file. Adjust the settings as necessary. To move through the
screens of the Sort Wizard, click Back or Next. For information about the
screens of the Sort Wizard, see “Run the Sort Wizard to Set PostalSaver

Options” on page 18.

After you make the necessary adjustments, click Finish to return to the
PostalSaver tab.

To preview the mailing, click Preview.

If you have not selected the Delivery Mode Code field on the Fields to
Include tab of the mail task, a message appears to tell you so. Do as
follows:

a. Click OK. The Fields to Include tab appears so you can select the
fields necessary to run PostalSaver.

A3 new Appeal Cards N =] I

Eile Edit Favourites Help

FIEE IR |
B Ind. Address | 7 Org. Address I & PostalSaver I 3 Farmat I

1: Gereral 2 Fields to Include | 3 Fileers | A Gift Types I 5. Attributes

Select optional figlds you wizh to print by moving them to the right-hand bos. ‘

Available Fields: Fieldz to Expart:
.7 Preprinted Fields Preprinted Fields.Addressee M ptions... |
i [2] Address barcode Preprinted Fields. Position

E Preprnted Fields. Organization Mame
Preprinted Fields. Address Block

B Delivery Mode Code
Gift barcode

1o]

Message

Phane number
Previous gift

e |Z] Suggested gift

[2l~ [¥]v

@ Find...l

< Back I Mest » | Cancel Print Preview Layout

b. In the Available Fields box, select Delivery Point Code and click
the single right arrow to move it to the Fields to Export box.

c. Click Preview again.

11. A message appears to tell you the mailing is being prepared. When the

mailing is prepared, the preview screen appears. To close the preview,
click the red “X” in the top left corner of the preview screen. You return to

the mail task.
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12. Select the PostalSaver tab.

I3 ew Appeal Cards =] I

File Edit Favourites Help

H S W ?- |

1. General | 2: Fields to Include I 3 Filkers I 4: Gift Types | 5: Attributes
E: Ind. Address I T Org. Address 8: PostalS aver I S Format
¥ Bun PostalSaver Optionz... |
[V Cetify addresses [this will not update addresses in the database]
Categary I Value
= Sort -]
T yupe Addreszed Admail
- Container Lettertainer Bores
- ailing D ate 02/08/2008
Piece
- eight 1 gram
-wdidth 70 ram
T hicknesz 1 mm
-Height 100 rm
-~ ailing Surmmary “will prink
--Packing Report “Will prirk
-~Statement of Accuracy “Will prink LI
- mntainer | ahels WAl mrikk
< Back | Mest » | Cancel | Frint Preview | Layout |

13. To save the parameter file:
a. From the menu bar, select File, Save. The Save Mailing As screen

appears.
save Mailing As
M ailing narne: I.ﬂ.ppeal Cards for Board Members | Save I

D ezcriphior:
= . Cancel |

V' Other users may un this Mailing
[ Other users may modify this Mailing

b. Enter a name and description to help identify the parameter file.
c. Select whether other users can run or modify the mailing.

d. Click Save. To reuse the same PostalSaver settings when you run
PostalSaver on another mailing, click Options and select Load
options from to select this parameter file.

14. To close the mail task, from the menu bar, select File, Close. You return to
the Mail page.

For more information

about sorting mailings
or qualifying for postal
discounts, contact your
nearest post office or visit
the Online Business Centre
at www.canadapost.ca/obc.
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CPC, defined 5

creating, see accessing 6

D

data files
PostalSaver 6
data files, accessing 6
DCF, defined 5
delivery mode code, defined 5
discounts, postalsaver 5
discounts, qualifying 16
distribution centre facility, defined 5
DMC, defined 5

F

facing slip, defined 5
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